16. 120

16.120 SHIFT DIFFERENTIAL: RECORDING AND

Rev.

PROCESSING

Ref er ence:

FOP/ City Labor Agreenent

AFSCVE/ City Labor Agreenent

Automated Shift Differential System User's Manua
St andards Manual - 12.1.4

Pur pose:

Ensure conpliance with the | abor agreenent between
the Gty of Cncinnati and the Fraternal Order of
Police, the City of C ncinnati and AFSCVE, and the
Fair Labor Standards Act.

Enhance accurate recording of shift differential
tinme earned by Police Division enpl oyees.

Pol i cy:

The district/section/unit commander will designate
the ti mekeeper or one ot her person to keep shift
differential tinme for sworn and nonsworn personnel .

Districts/sections/units using the Division's
automated shift differential systemw | record
shift differential as outlined in the Autonated
Shift Differential System User's Manual.

Pr ocedur e:
A. Swor n Per sonnel :

1. Paynent of shift differential is determ ned
as foll ows:

a. Oficers will receive shift differential
for a regular tour ending after 1800
hours up to and including 0800 hours.

1) A regular tour is defined as
ei ght consecutive hours of duty
schedul ed i n advance by a
supervi sor

2) Oficers wll receive shift
differential for only those
hours wor ked when conpensatory
time off is taken.
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a) Exanple: An enployee is
schedul ed a regul ar tour from
1200 - 2000 hours, but the
enpl oyee takes conpensatory tine
off from 1700 - 2000 hours. The
enpl oyee receives shift
differential from 1200 - 1700
hour s.

The following criteria will determne if
shift differential accrues to overtine
hour s:

1) Overtinme in less than eight hour
i ncrenent s:

a) The overtine nust inmmediately
precede or follow a regular tour
that ends after 1800 hours up to
and i ncl udi ng 0800 hours.

b) Shift differential is not
applicable if there is a non-
conpensated tine break between
the overtine and the begi nning
or end of the regular tour.

2) Overtine in eight consecutive hour
tours or |onger:

a) The overtine nust be schedul ed
i n advance by a supervisor.

b) The overtinme nmust end after 1800
hours up to and incl udi ng 0800
hours, unless the overtine
i mredi ately precedes or follows
an eligible tour.

The entry on the Daily Shift
Differential report (Form 335A) wll be
a total of the regular hours plus
overtime hours conputed at their
respective shift differential rates.
Only overtime hours will be conputed at
the one and one-half rate for shift
differential.
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1) Exanple: An enployee works a
regular tour from 2300 - 0700 hours,
and then i medi ately works overtine
fromO0700 - 0900 hours. The daily
entry on the Form 335A will show 11
hours conputed as foll ows:

8 Regular Hours X Straight Rate = 8
2 Overtine Hours X 1 1/2 Rate =3
TOTAL 11

d. Partial hours worked during regularly
schedul ed tour.

1) Conpute partial hours up to 15
m nutes as 1/4 hour worKked.

2) Conpute partial hours over 15
mnutes and up to 60 mnutes in 15
m nute increnments.

Sworn Daily Shift Differential Report (Form
335A):

1

Conpl ete a Form 335A for each officer
eligible to receive shift differential pay.

a. Units with less than seven personnel and
units wthout conputers will maintain
t hese fornms manual | y.

b. Al other districts/sections/units wl|l
use the automated Form 335A.

Conmpute, as in Section A.1.c.1), and then
record the nunber of hours for which shift
differential wll be paid.

Every two nonths the officer and his
supervisor will review and initial the Form
335A.

a. Tinekeepers using the automated shift
differential systemw || print a copy of
the Form 335A for verification.

1) Maintain this signed copy on file
until the next tinme these forns are
verified.
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Annual Shift Differential Report (Form 335B)

1

Submit the Form 335B to the Fiscal and
Budget Section as directed each year in the
Staff Notes.

Li st al phabetically on the Form 335B

of ficers who earned shift differential pay
for the reporting year. Include on this
formthe:

a. Oficer's last and first nane.

b. Nunber of shift differential hours
wor ked.

1) The autonated shift differential
systemw || automatically conpute
the tine at the proper rate and
enter the total amount ($) earned in
t he "Comments" col umm.

Transferred and Separated Oficers:

1

VWhen an officer is transferred, send the
officer's Form 335A to the new unit of
assi gnnent .

a. Districts/sections/units using the
automated shift differential systemwl|
copy the information to a floppy disk.

b. Units using the manual systemw || send
t he For m 335A

When an officer is separated fromthe
Division, forward the officer's Form 335A to
Enpl oyee Rel ati ons.

a. Districts/sections/units using the
automated shift differential systemwl|
copy the information to a floppy disk.

b. Units using the manual systemw || send
t he For m 335A

Upon verification of the separation,

Enpl oyee Rel ati ons sends the information
fromthe Form 335A to the Fiscal and Budget
Section. Fiscal and Budget Section wll
take the necessary steps to ensure the

of ficer receives shift differential
conpensati on.
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E. Nonswor n Per sonnel :

1. Nonsworn personnel with shifts endi ng
bet ween 1800 and 1000 hours receive shift
differential as foll ows:

a. $.30 per hour if assigned a shift ending
bet ween 1800 and 2400 hours.

b. $.45 per hour if assigned a shift ending
after 2400 and before 1000 hours.

c. Conpute conpensation for overtinme shift
differential hours as in Section
Al.c.2)a).

d. Part-tine enployees do not receive shift
differential.

2. Nonsworn Biweekly Shift Differential Report
(Form 3350 :

a. Submt a Form 335C, according to the
bi weekly schedule, to the Fiscal and
Budget Secti on.

1) Keep all Forns 335C nmanual | y.

b. List al phabetically on the Form 335C
enpl oyees who earned shift differential
pay for the reporting period. Include
on this formthe:

1) Enployee's last, first, and ful
m ddl e nane.

2)  Nunber of second shift hours (1800-
2400)

3) Nunber of third shift hours (2400-
1000)
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Procedure 16. 120 | ndex

This procedure appears in the main Procedure Manual Index in
the foll om ng manner:

Page 3
ANNUAL :
Shift Differential Report (Form 335B) pg. 3 16. 120

Page 8
Bi weekly Shift Differential Report (Form 335C) pg. 4 16.120

Page 21
DAILY:

Shift Differential Report (Form 335A) pg. 2 16. 120

Page 31
FI SCAL AND BUDGET SECTI ON

Shift Differential: Recording and Processing 16. 120
Annual Shift Differential Report (Form 335B)

pg. 3

Bi weekly Shift Differential Report (Form 335C)
pg. 4

Daily Shift Differential Report (Form 335A)
pg. 2

Nonswor n Personnel pg. 4
Sworn Personnel pg. 1
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Page 65
RECORDI NG & PROCESSI NG

Shift Differential 16. 120
Annual Shift Differential Report (Form 335B)

pg. 3

Bi weekly Shift Differential Report (Form 335C)

pg. 4

Daily Shift Differential Report (Form 335A)

pg. 2

Nonswor n Personnel pg. 4
Sworn Personnel pg. 1

Page 70
SHI FT:
Differential, Recording and Processing 16. 120
Annual Shift Differential Report (Form 335B)
B?ﬁegkly Shift Differential Report (Form 335C)
Bgilg Shift Differential Report (Form 335A)
Pg.

Nonswor n Personnel pg. 4
Sworn Personnel pg. 1
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